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Welcome to TIERS Wizards!
What's a Wizard?

Awizard is an online tool that gives step-by-step directions on how to complete a task within
TIERS. Each wizard beging with a Wizard Overview Page. This page provides general information
on the wizard. For example, the Wizard Overview Page tells you what task a wizard is intended to
complete and the general steps to follow to complete it. Use this page as a guide to see whether or
not you should follow the given steps to complete the task you desire to complete. Following the
Wizard Overiew Page, each wizard has one or more Wizard Step Pages. These pages provide
detailed directions on how to complete a wizard.

How Can | Navigate within the TIERS Wizards?
Wizard Search Functions

The left frarne of the TIERS wizards contains the Contents, Index, and Search tabs to help you
locate wizards, In the Contents tab, each of the first-level books represents a TIERS functional
area, Within each of these books are second-level books that represent the wizards for that
functional area. In the wizard books, the pages are listed in the order in which they should be read.

The Index and Search tabs allow you to search for wizard pages by keywords. The Index tab is
organized in alphabetical order and allows you to either use the scroll bar to look for pages or enter
words to search for pages. The Search tab allows you to search every page of every wizard for a
particular term. Faor best results, please enter the entire word for which you are searching. For
instance, if you want to find wizard pages which mention the word "application," enter the entire
word instead of using a shortcut such as "app.”

PLEASE NOTE: When searching for wizards through the index and Search functions, yvou may be
brought to @ Wizard Step Fage that gives directions from the middie of a process. If this happens,
use the links in the Wizard Browse Sequence Window [described below] to return to the wizard's
Owvendew Page and foliow the directions in the proper order,
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1. Inthe Authorized Representative Information area:
+ Choose Prefix
+ Type First > Middle > Last
» Choose Suffix

2. Inthe Address Information area:

Type Str. # > Fraction

Choose Dir.

Type Str. Name/Rural Addr
Choose Str. Type > Dwelling Type
Type # > Address Line 2

Choose County

Type City

Choose State

+ Type Zip Code
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Left Navigation Bar -
Expanding/Collapsing the Display

The Left Mavigation Bar uses a tree structure. There is a primary level of functions,
and subordinate levels "branch out” from these levels. This is the same structure
type that is used in the Windows Explorer on your computer and is also used for
this help file.

In general the tree structure of the Left Navigation Bar has the main level organized
by TIERS functional area. The next level usually lists tasks or pages. In a few
functional areas, notably Data Collection, there is another level between these two

The maximum number of levels within the Left Navigation Baris three.

Expanding the Display

MNormally, when you access the Left Navigation Bar, only the primary level of
functional areas displays. Whenyou click on the plus sign beside a functional area
title, the next level appears undemeath the primary level and is slightly indented. It
displays those functions that are subordinate to the primary functions. This is
knowin as expanding the display

To the left of each title is a box with a plus signinside. When you click on the plus
sign and expand the listings, the plus sign changes to a minus sign. This is avisual
cue that the function is expanded
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The following handbooks are available online -

Select A Handbook j
Mursing Facility Requirements for Licensure and Medicaid Cerdification - —
Preadmission Screening and Resident Review (PASARR) Handbook
Primary Home Care Provider Manual

Refugee Cash Assistance Provider Manual

Regional Business Serices Handbook

Residential Care Program Provider Manual

Surnrmer Food Serice Program

Texas Medicaid Hospice Program Standards

Texas Standards for Nurse Aide Registry and Training

Texas Waorks

TIERS Policy and Procedures Guide
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